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48 CFR Ch. 1 (10–1–98 Edition)4.804–5

(1) The Government has given the
contractor a notice of complete con-
tract termination; or

(2) The contract period has expired.

4.804–5 Detailed procedures for clos-
ing out contract files.

(a) The office administering the con-
tract is responsible for initiating (auto-
mated or manual) administrative
closeout of the contract after receiving
evidence of its physical completion. At
the outset of this process, an initial
contract funds status review shall be
accomplished and, where appropriate,
excess funds identified to the contract-
ing office. When complete, the adminis-
trative closeout procedures shall en-
sure that—

(1) Disposition of classified material
is completed;

(2) Final patent report is cleared;
(3) Final royalty report is cleared;
(4) There is no outstanding value en-

gineering change proposal;
(5) Plant clearance report is received;
(6) Property clearance is received;
(7) All interim or disallowed costs are

settled;
(8) Price revision is completed;
(9) Subcontracts are settled by the

prime contractor;
(10) Prior year indirect cost rates are

settled;
(11) Termination docket is com-

pleted;
(12) Contract audit is completed;
(13) Contractor’s closing statement is

completed;
(14) Contractor’s final invoice has

been submitted; and
(15) Contract funds review is com-

pleted and deobligation of any excess
funds is recommended.

(b) When the actions in paragraph (a)
above have been verified, the contract-
ing officer administering the contract
shall ensure that a contract comple-
tion statement, containing the follow-
ing information, is prepared:

(1) Contract administration office
name and address (if different from the
contracting office).

(2) Contracting office name and ad-
dress.

(3) Contract number.
(4) Last modification number.
(5) Last call or order number.
(6) Contractor name and address.

(7) Dollar amount of excess funds, if
any.

(8) Voucher number and date, if final
payment has been made.

(9) Invoice number and date, if the
final approved invoice has been for-
warded to a disbursing office of another
agency or activity and the status of
the payment is unknown.

(10) A statement that all required
contract administration actions have
been fully and satisfactorily accom-
plished.

(11) Name and signature of the con-
tracting officer.

(12) Date.
(c) When the statement is completed,

the contracting officer shall ensure
that—

(1) The signed original is placed in
the contracting office contract file (or
forwarded to the contracting office for
placement in the files if the contract
administration office is different from
the contracting office); and

(2) A signed copy is placed in the ap-
propriate contract administration file
if administration is performed by a
contract administration office.

[48 FR 42113, Sept. 19, 1983, as amended at 54
FR 34752, Aug. 21, 1989]

4.805 Storage, handling, and disposal
of contract files.

(a) Agencies shall prescribe proce-
dures for the handling, storing, and dis-
posing of contract files. Such proce-
dures shall take into account docu-
ments held in other than paper format,
such as microfilm and various elec-
tronic media. The original medium on
which the document was created may
be changed to facilitate storage as long
as the requirements of part 4, law and
other regulations are satisfied. The
process used to create and store
records must record and reproduce the
original document, including signa-
tures and other written and graphic
images completely, accurately, and
clearly. Data transfer, storage, and re-
trieval procedures shall protect the
original data from alteration. Unless
law or other regulations require signed
originals to be kept, they may be de-
stroyed after the record copies on al-
ternate media and copies reproduced
from the record copy are verified to be
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